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CHECK YOUR ELIGIBILITY 

Information for your Sabbatical and/or Cash Pay eligibility is available through Employee Self Service (ESS). 
 

1. Navigate to ess.wi.gov and click on the “My Time” tile on your ESS home screen. 

  
 

2. Click on the “Sabbatical” tile: 

 
 

3. To review the hours, you are eligible to convert, click on the “Sabbatical Eligibility” tile:           

 
 

  

file:///C:/Users/teschdmkye/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/3JDHBG2M/ess.wi.gov
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ENTERING AN ELECTION 

Note: 
✓ Election period November 16 through December 7, 2022. 
✓ Once the election period is closed, you will not be able to make an election through ESS. You will receive 

a message “There currently is not an opportunity to make a Sabbatical and/or Cash election(s). Please 
contact your payroll department if you have questions.”   

✓ Election must be made in whole hours; partial hours are not allowed. 
✓ Election cannot exceed the eligible hours shown or your available Vacation balance at the time of your 

submission. 
✓ Eligible Cash Hours are a portion of your Eligible Sabbatical Hours; they are not additional hours. 
✓ Election must be forecasted before they can be submitted. 
✓ Election with a Forecast Error cannot be submitted. You must fix the error, re-forecast and submit. If you 

need assistance, please contact your payroll department.  
 

 

1. To make your Sabbatical Election, click on the “Sabbatical Election Entry” tile: 

 
 
From the dropdown list select “Sabbatical Election” for the Absence Name. 

2. During the election period you will be taken to the Request Absence screen.  
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The Request Absence screen will update with the correct start date of 12/17/2022, Eligible Sabbatical  
and Cash Hours and available vacation balance. 

  
 

3. Enter the total number of WHOLE hours you want to transfer to Sabbatical in the SABBATICAL HRS field; 
based on your eligible hours.  If you do not want to transfer hours to Sabbatical, leave this field blank. 

 
 

4. If you are eligible for Cash Hours, enter the total number of WHOLE hours you want to receive as cash 
pay in the CASH PAY HRS field; based on your eligible hours.  If you do not want to receive cash pay, 
leave this field blank. 
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5. Click Forecast Balance.  If successful, click OK in the message.  Click Submit in the upper right corner of 
screen. 
 

 

 
 

6. Confirm you want to Submit – Click Yes 

 

 
7.  If successful - Status should be Approved.  

 
  



Self Service Job Aid: Sabbatical / Cash Pay Elections   
 

Version 6.0            Page 6 of 10 

REVIEWING CONFIRMATION STATEMENT(S) 

NOTE:  You will not receive an email notification regarding your Sabbatical Confirmation Statement. As soon as 
you submit your election, your confirmation statement will be generated and viewable to you in ESS. If you want 
a copy for your records you will need to print from this screen. 

 

• To view your confirmation statement, click on “Sabbatical Confirmation Statmt” tile. 

 
 

• If an election does not exist, there will not be a confirmation statement to view. 

 
 

• Once your election has been submitted successfully, the statement will be available for viewing. 
a. If you make a change to your election, to view previous versions, click on the dropdown arrow 

on the Version field and select the prior version. The most current version (highest number) is 
the request that is processed.   

 
• Click “View Confirmation Statement” link; confirmation statement will open in a new window. 
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CHANGING AN ELECTION 

You may cancel your election and make a new election through Employee Self Service (ESS). 
 

1. Navigate to ess.wi.gov and click on the “My Time” tile on your ESS home screen. 

  
 

2. Click on the “Cancel Absences” tile: 

 
 
3. Click on the Sabbatical Election request. 

 

 

4. Click on the “Cancel Absence” button in the upper right corner. 

 

file:///C:/Users/teschdmkye/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/3JDHBG2M/ess.wi.gov
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5. Confirm you want to Cancel – Click Yes 

 
 
6. If successful - Status should be Cancelled 

 
 
7. Once the election has been Cancelled, you can make a new election by completing all the steps outlined 

in the ENTERING AN ELECTION section above. 

NOTE:  If a new election is not submitted by the December 7, 2022, deadline, nothing will be processed.  
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MULTIPLE JOBS 

 
If you have two eligible positions, on the Sabbatical Eligibility tab you will see two Empl Records displayed.  The 
Empl Record with the lower number will display your full Eligible Sabbatical Hours and the second Empl Record 
will display zero hours. 

 

 

On the Sabbatical Election Entry tab, make sure the correct Empl Record is selected.  You switch between Empl 
Records by select the correct title from the Job Title Field.   

 

 

 

Follow the instructions above for Entering an Election.  
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On the Confirmation Statements tab, you only receive the option to view the Confirmation Statement for the 
Empl Rcd the entry was made in. 

 

 

 

 


